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Before You Start;

This Job Aid will guide Users through the step-by-step process of logging in;
retrieving a forgotten User ID; and retrieving a forgotten Password.

Logging In

Enter the web address (URL)
WWW.hac.justice.gov into your
browser Address field and click
on the Enter key.

This will take you to the Log-in
Screen.

Enter your User ID (in all capital
letters) in the User ID textbox.

Enter your password in the
Password textbox. (This is case
sensitive.)

Then click on Sign In.

Note: If you enter your User ID
or Password incorrectly three
times, you will be locked out. If
you get a message saying that
you have entered either
incorrectly, please click on the
Forgot Password? and/or
Forgot User ID? Link. See
instructions for these below.
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http://www.nac.justice.gov/
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The News Page, which contains
the latest news and the
Department of Justice Warning
Banner will be displayed.

After reviewing this page, click
on Accept.

WARNING

Cepartment of Justice Warming Banner

fou we accessing & US. Govemment idormation System, stich includesi (1) This Computer, 12) This computer network. (1] M canguters
comnected b this sebwark, and (&) AR devices and slorage modia attached to this nebwork or (o & compater o Ues setwark. This farmetion
Snten b p far U5, 0 d Use Oniy

Unauthorised or lsproper ine of thiy system may reset o ducipioary action. and ol and crimens| penaite.

By using this Informatisn Systen, you understand the fallawiop

o You have no reasonatie sxpectation of privacy regarding any commurications transeltied through or data stored on B Indormation
Systam. AL any See, the government may monitar, mtercepl search snd/or seide dats ramiting & stured a0 this nfermation Systam

® Any communications rammitted through or dets stored on thm Informasion Syviem may be dhclzsed or used for sy U5 Governmant
Authertind Purpese

o Far farthes infarmation see the departinent arder ¢0 wie and monltorng of doparunant Compulers and Cospulsy Tystess. (NST 300 53)

Your User Home page/screen
will be displayed.
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Retrieving a Forgotten Password

On the Log-in Screen, click on
the Forgot Password? link.

Log In Now! Weleome to the
- National Advocacy Center

Enter your User Name in the
User ID textbox.

Then click on Submit.

Note: For employees, the User
ID is generally the first initial,
middle initial, first four letters of
the last name, and the last four
numbers of the User’s social
security number. For Users who
are not employees, the User ID
is generally the User's DOJ
email address ending in
@usdoj.gov.

If you have forgotten your User
ID, see the next section.
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Retrieving a Forgotten User ID

1 On the Log-in Screen, click on
" the Forgot User ID? link.
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Welcome to the
National Advocacy Center

Enter your DOJ email address
ending in @usdoj.gov in the
2 . Email Address textbox.

Then click on Submit.
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Your User ID should
automatically appear in the User
ID box.

If it doesn’t, contact the Training
Officer or the Training
Coordinator for your office for
assistance.
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Welcome to the
National Advoeaey Center




